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1. Registering for Access

If your use of the CM/ECF system will be limited to querying specific cases, your
PACER login and password should be used for this access.

If you intend to use the CM/ECF system to file documents over the internet, you must
register for a court issued login and password, which is used in conjunction with your
PACER login and password. To obtain this access, log onto the court’s CM/ECF
website (www.ctd.uscourts.gov) and download a registration form or contact the
Clerk’s Office help desks (Hartford: (860) 240-3200; Bridgeport: (203) 579-5861;
New Haven: (203) 773-2140) to obtain a form. Send completed registration form to:

Clerk, United States District Court
141 Church Street
New Haven, CT 06510

Attention: CM/ECF Registration
Once your registration form is processed, you will be issued a login and password
which will allow access to our training database. The training database is used to
familiarize yourself with ECF’s capabilities. After monitored practicing, you will be
provided with a login and password for use in the live database. You will continue

to have access to the training system for ongoing training and practice.

Use your PACER login/password to view and print docket sheets or other
information.

Use your CM/ECF login/password to file documents in a case, using the internet.
By submitting a registration form, users agree to abide by the following:
a. The system 1s to be used only in those cases designated by the United

States District Court for the District of Connecticut for electronic filing.
It may be used to file and view electronic documents and docket sheets.
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b. Documents are to be submitted electronically, only in Portable
Document Format (PDF).

C. The combination of the user login and password, issued by the Court,
will serve as the signature for the attorney filing the document.
Attorneys are responsible for the safekeeping and security of their
passwords and are required to immediately notify the Court if they
suspect or learn that their password has been compromised.

2. Accessing the District of Connecticut Official Court Electronic Case Filing
System

a. Reach us via the Internet at https://ecf-train.ctd.uscourts.gov

b. Click on link District Version 1 Train System
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B ZNd Hon E Ao Biksbop Gt S | fscnns
Welcome to the District CM/ECF Traln Area
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C. Enter your assigned Login/User Name and your Password to access the
CM/ECEF database. This will deliver you to the Court Page. You will
then have six options: Civil, Criminal, Query, Reports, Utilities, and
Logout. There is also a HELP feature built into the system, accessible
by clicking on the yellow question mark.

[If you receive an error message, click on the “Back” button and re-enter your login
and password. A Security Information box may appear advising you that you are
already logged in. If this occurs, click on continue to proceed to logging in.]
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3. Navigation

The Blue menu toolbar to the right of the CMECF logo allows navigation within
CM/ECF, using drop-down menus. The standard browser navigation toolbar allows
user to go back or forward screens or to print.

When exiting from CM/ECF ALWAYS click the Logout button first, before closing
your browser.

4. Civil Events

To file a civil document electronically, click on Civil Events option on the blue menu
bar. You will then be asked to file a document from one of the following primary
categories: (1) Initial Pleadings and Service; (2) Motions and Related Filings or (3)
Other Filings.

Civil Events
Initial Fleadings and Service Other Filings
_omplants and Other Imbiating Documents Hotices
zerice of Process Tnal Decuments
Answers to Uomplants Lppeal Documents
Other Answers Cther Decuments

Motions and Related Filings
Motons
Fesponses, Eeplies and Supportme Docwments
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Each primary category contains subcategories of events, all of which are accessible
through a series of drop-down menus. Viewing the primary categories, select the
subcategory option that applies to your filing. After selecting an option, you will be
promoted for a more specific selection. For example: Select “Motions” from the
“Motions and Related Filings™ category.

a. Identify the main document you are filing (e.g., a Motion to Compel) by
selecting one of the options listed in the drop-down menus. You must
use the titles provided.

b. If you are unable to select a document type from the available list of
documents, you are encouraged to contact one of the help desks for
assistance.

Civii + Criminal

Motions

Bond

Certificate of Appealahility
Certify Class

Change VWenue
Clarification

1 H

EI:Z amne
Conference
Consolidate Cases |

Ieut Clear
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You will then be prompted to do the following:

C. Enter a case number entered as YY-NNNN or in one of the illustrated
formats.

Case Number

|os-55555 99-13345, 1.99-cv-12345, 1-99-cv-12345, 99cv12345, or 1.99cv12345

Mt | Clear

d. Identify the party for whom you are filing the document (if necessary,
you may add parties at this point using the court’s approved party
indexing instructions; if you are not associated with the party as counsel,
you will be prompted to create an association - at this point, be sure you
have selected the correct party!)
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Motions

303-cw-55555-GLG Sotis w US Postal Serace

Select the filer.
Select the Party:
RN -] 2./ Create New Party

LIS Paostal serace, [Defendant]

et Clear

e. Click on "Next" to get to the next screen where you will be able to
upload a document for filing.

f. To select a document you have created, saved and published to PDF on
your local computer click on the "Browse" button, then navigate to the
drive where you stored your document. Important notes:

1. Only PDF documents may be e-filed
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1. If you fail to designate a PDF document for filing, you will be
unable to continue with your filing

EECF Civil +  Criminal +  Query

Motions
303-cw-55555-GLG Sohs v US> Postal Sernce

=elect the pdf document (for example: CA19%cu501-21 pdf).

Filename

I] Browse... |

Attachments to Document: & HNo O Yes

hlext I Clear I

Once you click on "Browse" and navigate to the location of your document, highlight
the document you have created and saved in PDF format.
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L'DZIJ SDSD District ¥ersion 1.3 - Metscape

File  Edit Yiew Go Bookmarks Tools  wWindow  Help

ﬁ_- - _’@“I x _a. ;_%g I https [ fecf-train. ckd. uscourts . gov)'cgi-bin/login. plP4 26462 4310302

File Upload id |
Look in: | (3 WORK ~| =& ckE-
CASE3h-CIVIL B
] 00cv 1002Mandake032503 CASE3-CIVIL B
00cv1002Mandate092503 CASES-CIVIL-amd E
7| 00cv 1002HGAN7 2902 consentH B
00cy 100ZNCAN9Z503 cr editar mergekl b
""" cr-editor-gx-ans-kl 'E
cr-editor-exercise E
CRIMINAL CHALLENGE INSTRUCTIONS T
crimbogether E
crpektykl ﬁ
crusavbenedickkl E
CASET-CIVIL Cridsavjamesinstruct ﬁ
CASEL-CIWIL-amd crusavjamesk] E
Y edit case E
W exer 1 instrockor E
| | i
File name: | D3c+5E555M ot Compel! 02603 ~| Open |
Files of tppe: I,-’.'-,ll Files j Cancel |
%

Before uploading it to the system, open the document to be sure it is readable and is
the correct document for this particular filing. Do this by right clicking on the
highlighted document, which will provide a drop-down screen. Click on “Open” to
view the document.
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L'h:Il SDSD District Yersion 1.3 - Netscape

NOTE: DO NOT SKIP THIS STEP!!

v File Edit Wiew Go  Bookmarks  Tools  Window  Help
8 Eﬁ i % i _3 : I kEkps: ff=cF-kraim, cbd. uscaurts. gov/e gi-binglagin. pl 4264624 310302
File Upload ed |
Lok in: | £ WORK ~ o« ®E ek E-
CASES-CIVIL B
] 00cv1002Mandaten92503 CASE3-CIVIL E
00y 1002Mandate092503 CASE3-CIVIL-amd g
] 00y 100ZHOAD7 2902 comnsentk] E
u:r editor mergek] 'E
P . e ditor-ex-ans-K 'E
editor-exercise E
Tlappearance open IMINAL CHALLENGE INSTRUCTIONS T
Appearance  pyink fogether E
FIBRUCE-ANS  Qpen with y bettykl e
BRUCE-ANS- savbenedictk] E
CASEL-cryn  ocan with Morbon Antiirus oo cinerrct T
CASE L-CTy1| » bsaviamesk E
] casel-crim edit case E
Cut exer 1 instruckar E
Copy
2
Create Shorbcut
Files namme: Delete j Open I
Filez of wpe: e - Carcel |
Properties Z

The court has received documents,

inadvertently, that were not what counsel intended to send. A few seconds of safety

will save embarrassment later.
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If this is the correct document, close the window by clicking on the "x" in the reader
window and click on the “Open” button in the bottom right corner. This "Open"
button translates to "Upload" the document to the system.

g. Identify if you have attachments to accompany your main document
(e.g., amemorandum in support, an affidavit, exhibits, etc.) by clicking
the "Yes" radio button next to "Attachments to Document."

Motions

S 05-cy-55555-GLG Sotis v. US Postal Setvice

zelect the pdf decument (for ezample: CA19%9cw301-21 pdf).

Hilename

|c: -4 WEY CH-ECFY outreachy ATTYTraining Browse... |

Attachments to Document: © INo & Yes

MNext Clear
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h. Link the attachments to your main document

Eelect one or more attachments.
1) Exter the pdf dacwnert that contains attachment (For exzangple: Clappendie pdf),

Hlename

I Browse._ ..

& At your eption, select a docwnent type mndler enter a description.

Type Dazeription

| =l |

31 Add the filename to the bst box below. If you have more attachments, go back to Step 1. When the bst of filenames 1=
cettplete, chck on the Mext button.

WP hAHE CPwutreac hATTY Training U3cyE5555MemSu pobdotC ampel pdl =] Sl L |

Ramaove fram List
il |

1. Augment the entry by adding free text, if needed

Civil + Crimnal + OQuery + Reports « Utilities

3:03-cw-53555 G005 Sobis v. TS Postal Service

Docket Text: Modify as Appropriate.

| Second ] MOTION to Compel [dizcavery by Patricia Sotis .
Responses due by 11/19/2003 (Attachments: # {1} Memorandum in Support) (Minor,
Victoria)

Mext | Clear |
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]. Accept the final entry approving it for submission

Criminal + Query + Reports +  Utilities -

303-cw-55355-130r3 Sotis v. US Postal Service

Docket Text: Final Tex=t

Second MOTION to Compel #iscavery by Patrica Sotis.Responses due by 11/19/2003
(Attachments: # (1) Memorandum in Support)(Mhdinor, Victoria)

Attention!! Fressing the NEXT button on this screen commmts this transaction. You will have
no Further opportunity to modify this transaction if you contime.

k. At the end of this process, you will receive a Notice of Electronic Filing
(NEF). This notice is generated by the Court’s server upon receipt of
your Internet filing. SAVE THIS NOTICE as it is your proof of the date
and time your filing was accepted by the System.
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—
L] Crinning il v Thery L] Rrpuirls r Il s 1 Trngrmal ‘7;:;-::

F03-op-30555-5L43 Sotie 7. TS Postal Secnce

T.8. Dhstrice (ot

Dizirict of Connecbient

HWetice of Blectraqic Filing —

The followmg trems acticn was recerred fom Mmer, Victona entered oo 1002972003 at 3:0% P EET and Bled oo 107222003
Cage Mame: Satia » IS Pastal Service

Caze Humber: A03-r-55555
Filer Tatndn Setia
Docoment Humber: 2

Docket Text | ]
Secand MOTTON ta Cernpel disraverr by Patricde Setia Feepanae: doe bay 11952003 [Anackmente: £ [1) Memaranchm in
Suppartithines, Victeaa)

The fellowing docutnerd(s) are associated with this transaction:

D pownent descoptaomn: am Dacmment

Qriginal Alemame:nfa

Electromic doroument Stamp:

[STAMP deectStanp [T=103A865047 [Date=10r252003] [Fdellunber=261-0] [
S 2e0eatfdI530e6aR 05434 acealle Sel BSS8a1 324 ehd e PO 21855 1heddd ecfafed b 1]
SdéeSd3cddodbl40z2ed 1 B4 T0kbe 25 1adoad 3e8be 20357 175 14])
Dinrument dezerption: bemerandom in Suppart

Qriginal Blenameniz

Eleriranir doconient 8 tamp:

[ETAMF deecfStamp [D=1034868047 [Date=10/29/2003] [Flebfuher=261-1][
cSd150ed 193036 /b le0 L TA4 9 e 3efb BB 72201 B3 303 58 cdhe SIS0 T2 Telal 20553 Fes
Shaatd43050d9a-aR6 129450 Mah Fh 3 TE03200075353T 554440 1 2k64e8]]

% 03-v-55555 Notee will be electronically mailed to:

Wictona Mmor  wickona_mmenElctd. e surte geor

3 03-cv-55555 Motice il not he electronically mailed to:

[4]

5. Criminal Events

To file a document electronically in a criminal case, follow the same process as in
Section 4., Civil Events.
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Special items of note:
a. Only counsel of record may access documents in criminal cases

b. Ex parte or sealed documents should NOT be filed over the internet and
should, instead, be filed in the traditional manner, in paper.

Criminal Fvents

Charging Instruments and Pleas
Flea-Felated Documents

DMotions and Related Filings
Idotions
Eesponses, Feplies and supp orting Documents

Other Filings
W arvers
sermce of Process
Meotices
Trial Do cuments
Appeal Documents
Other D ocuments
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6. Query

Query allows you to view information on a specific case, to search for specific party
or attorney names or find cases that fall within specific parameters. To access this
feature, you will be prompted for your PACER login and password.

Cuery

This is a Restricted Web Slte for Official Count Business only. Unauthotized entry is
prohibited subject to prosecution under Title 18 of the U5, Code. All activities and
access attempts are logged.

Instructions

Enter your ECF login and password for electronic filing capabilities. [f you do not need
filing capabilities, enter your PACER login and password. [fyou do not have a FACER
login, contactthe PACER Service Center to establish an account. You may register
anline at hitpYpacer psc uscourts goyv or call the PACER Service Center at (200)
BYBE-BESE or(210) 201-6440.

An access fee of $ 07 per page, as approved by the Judicial Conference of the United
States at its September 1998 session, will be assessed for access to this servica. Af
that time all inquiries will be charged to your PACER account. If wou do not need filing
capahilities, enter your PACER login and passwaord. The Client code is provided to
the PACER user as a means of tracking transactians by cliant. This code can be up to
thirty twio alphanumeric charactars long.

Authentlicatlon

Login: |u538I]4
Fasswaord: I*“""’“’*“"“
Client coda: |

" Make this my default PACER login

Feset |
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Once logged in, your search options are: (1) by case number; (2) by filed or entered
date; (3) by nature of suit; or (4) by name for parties or attorneys.

Case Murnhar |3—|:|3—|::v—55555 (Examplog: 98-500, 1:359c»500)
ot search by

Filad Data | to |

Laat Entry Date | to |

0 (zero) il

110 {neuranca)
120 (Contract: Maringe] =

or search by

Mature of Suit

Last Mame | (Examploe: Dazota, Do)

First Plata | Middle Mame
Type I o4

Fun Cuery I Clear I

For example, we will search for the case 03-55555. Once the search criteria is
entered, the following screen will be displayed:
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3:103-¢cv-S83585-GLG Sotis v. US Postal Service
Ferard L. Goettel, presiding
Joan G. Margols, referral
Date filed: 0:%3/17/200% Date of last filing: 10/2%/2003

Query
Aligs

Aezociated Cases
Attorney

Case Summary
DeadlinesiHearines. .
Dioclet Beport ...
Filers
HistoryDiocutnents. .
Paty

Eelated Transactions. .
Status

a. Alias: displays any aliases attached to any party (e.g., d/b/a, f/k/a, etc.)
b. Associated cases: displays if there are any consolidated cases

C. Attorney: displays each attorney and the party represented
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oo Ty Scarch ﬂlf-hl:lpl fBoakmarks

Criminal auerny 0 Reports Utilities

3:03-cv-55555-GLG Sotis v. US Postal Senice
Gerard L. Goettel, presiding
Joan G, argalis, refarral
Date Aled: 03/17/3003 Date af last lling: 10/26/2003

Attorneys

Yictoria Minor

141 Church Stroet
Mewy Hawen, CT 0510 Patricla SoHs

wmnattyD3@yahon.com representing e
ASSIORED BAT72003 (Plalndif)
LEAD ATTORNEY
ATTORNEY T BE NOTICED

d. Case Summary: displays basic statistical information on the case without
docket entries

€. Deadlines/Hearings: displays any deadlines or hearings, pending or
terminated

f. Docket Report: displays the docket sheet

Fllreg Dt ¥ D kit Tt

09172003 @1 | COMPLAINT acaing LIS Postal Serdea { FIng fea $ 150 recelpt nurrbar H10468), flad by Paid e Sot s Minc,
W) Erterec 10123003,

01742003 @ | Summaons Esued as o US Postal Senios. (Minar, ' 3 [Ertared: 1 iz22003]

0172003 @2 | Orcder on Pratel Deadines Mollons b CASMISs dua on 124 703, Armendad Plasdings dus by 117172003,

Ciscovery dug by HM1482004. D spositive Mot ons due By 4172004, Signed by Judge Gerard L. Goatsl on
QA TR, (Minor, W) (Entorad 100232002)
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g. Filers: by clicking on a selected party, displays documents filed by the
selected party and provides a link to the underlying docket text.

P S GO | S e o

Crimninal . Query . Repoits

3:03-cv-55555-GLG Sofis v, US Postal Sanvica
Gerard L. (3oettel, presiding
doan & Margaolis, refarral
Date Filad: 0WM7/2003 Date of last filing: 1072672003

Filers
Mame Type Added Terminated
Patricia Sotis Flairtiff 091712003
LS Postal Service Defendant 0951772003

= Criminal + Ouery « Reports

3:03-cv-35555-GLG Sotis v. T3 Postal Service
Grerard L. (roettel, presidmg
Toan 5. Margchs, referral
Date filed: 05/17/20032 Date of last filing: 10/25/2003

Filer Patricia Sotis

Daoc.
No.

1 @ Complaint 05172003
@ Motion to Compel| 10/26072003
9 @ Motion to Compel| 1072942003

Event Name Fled

(]
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h. History/Documents: displays the basic docket entries with links to
specific docket text

trmonsl o by - g e i p=

110F-ev-55555-0L@ Soticy. USPoatd Sorvice 2
Gearard L. Gosthsd, prasiding
Sz G Margalls, raferal
Db flbedlz (0 /2005 Dot of [t Mling: 100263000
Hlstory
oL Datss Descrption
Moo ps
—  |Fitad: D8R 7120003 | Summard [saued
Enferad: 10228003
Ooeket Texd: Sumnong lsaued asto US Postal Serica . Minor, V]
1 |Riad: QB T30 | Complalnd
Enaac: 1022002 _
Ooekef Texd: COMPLAIMT againgt U3 Postal Sarvice | Filing fee $ 150 recedipt romber H104EE), filed by Patricia Scta dinor, )
2 |FHiad: D& 7000 | Ovidar oh Frald Deadings
Enemd: 102200
Cloekel Ted: Dndar on Praf al Deasdines, Motans to DIsmise due on 121 03, Armsndad Plesd ngs dua By 1101 TG0, DIeovary dus by
S04, Distpoaitive Mot ons due by TIZO04, Signed by Judge Gerard L, Goethed on 217103, dvinor, )
2 |Hiag: D000 WO an b Appalt Counssl
Enemd 10023003
Tarminaeo: 100

1. Party: displays the parties and attorneys

JR—— s mmmee | e

riminal . Uuery . Hepors . Utilities

3.03cv-55555-GLG Sotis v. S Postal Senica
Garand L. osttel, presiding
Joan G, hargolis, refemal
Datws filed: 037172003 Datw of last filing: 10262003

Partles
Patricla 3cts Yictorda Minor
Addad: QR FA2003 141 Church Sreat
(Pigirdif Mew Hewen, CT 06510

repragerted by mStO3Ekahon com
Aggigned: d 75
LEAD ATTORMEY
ATTORNEY TO BE NOTICED

US Postal Service
Added: %4 A2003
(Daferdani)
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]. Related Transactions: displays transactions that have been linked (e.g.,
motion, memo in support, memo in opposition, order on motion)

1Nl T as . Laner

3:03-pv-55555-GLG Safis v. US Pastal Sardca
izgrard L. Gostal, presidng
Joan G Margolis, referal
Date Mled: 151 72003 Dete of laet Aling: 107232003

Realatad Transactlons

Noe: Fach selpcisd frensaction in (e cg58 iz shown baiow i a box mith ary aferimassclions fa which it ie mlaied.

Event
Dae. Ne. Event Mame EvertFlled Terminatec
[1 & Camplaint OB 712003 |
2 & Order on Pretriel Deadlines DG FEAC |
| @ Summens |eeued DR 710 I
4 i Ordar Rafaming Motlan 10022003
3 Moton t Aptoint Coungal 10012 10042002
5] & Order on Motion to Appoint Coursal 1004000
) Modonto Appoint Counsal 001200 103003

k. Status: displays any pending status of the case
7. Reports

This option allows you to generate lists of civil cases, criminal cases, docket sheets
or judgments.
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SECF

Reports

Civili « Criminal Query

Docket Sheet  Civil Reports Criminal Reports
Cronl Cases Crnmmal Cases

Tudement Index

Search criteria include nature of suit, case flags, cause of action, filed date range or
terminal digit. At least one selection criteria must be entered.

Zriminal

-
Uil 125 . Laqom "}

Cuery

Clvll cana Report

Ease ~| Nature
Office || ok haHEru'en_l GﬂE‘u'ancEPruceedlng =l o

Flled [1 4 20 to [1nssenns
F Open cages

Torminal dighisl] | 2,47 [ Clonsd exnan

hl'tb'i'llhslaﬂumhardl jl =l
Fiun Feport | Gl |
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Once the criteria are selected, run the report and the following type of screen will
appear:

(il . Critninal . Linery . Hepoils . ililies

Civil Cases Report

U.3. District Court — District of Connecticut

Flled Report Perlad: 01012003 - 10[26[2003

Cass Mumber Elatu F““gj
Title e e

Added

e -00011-G LG Fied 09A A 2003 it Gawae: Family & Wedicel Leava Act
Soliz v LIS Paetal Senice WS, Civil Rlights: Jobs

CHFice: New Haven

Frecider. Gerard L Gapttal
refamal Holly B. Filzsimmons
Jury derrand. Mone

Case Fizgs: MOTREF

HEF

2B y00007-51L G Fied N 7003 a9 Cauae: Family & Medicel Leavs Aot
Sotis v LS Paetal Sandce MOs: Civil Rights: Jobs

CfFice: Newr Havan

Fresidor. Gerard L Gaettal

Jury dermand: Mone

H:03- o000 1BA Filedt 04N 7003 192 Cauae: 28:1345 IS4 Plairtiff
LISA . Triumph et al WCAS: FoeitPenaly; Ciher
Offics: Mew Havan

Freafder. Janel B. Arterlon
Jwy darsand. Mone

F2E e CIACETS Pk Edle ot WL A4 ST AL Manmre: A0A2IE Femnevo Plrcaesa

Data Clogad/ | Days

Reclosed |Pending MHotes

Once at the report screen, if more information on a particular case is needed, clicking
on the hyperlink will take you to the case’s docket sheet. If there are electronic
documents on the case, they may be accessed, provided there are no restrictions (i.e.,
documents are sealed, in criminal cases in which you are not counsel of record, etc.)
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8. Utilities

This menu allows a user to manage his or her account and view various logs and
billing information. When accessing this feature, the following screen will display:

P =g emeenm e s e - e T

LIditles
Your Account Miacellanaous
ECFE Lonin Legal Basaarch ..
hgintain Your Account hdgilings...
YWigw Yaur Transactian Lod
Change Client Code Werify @ Diocurnent
Change rour PACEE Login
Eeeview Billing History
Showt PACER Accaunt

a. Maintain Your Account:

Criminal

alntaln Lisar Account
Lagt name |kirar Firet name fvigarin
Midele neme [ Generation [ |
Gender [ 7] AT Type [ =
THe [ Type oy
Bar number [comn
Prisonerid |
Offlea |
Unit |
Addrezs 1 |
Acleress 2 [10 Church Sreet
Aridraga 3 |
Sty [Mew Hawan State [CT  Zip [ssi0
Country[ Courty [ =
Phone | Fax|
initials noB A eoda End dats
Civil ref style | x| Criminel ref style | =
Date eworn| Statue[ =]
Email infomnedian.. | Mg uset roemstan... |
Submit | Glaar |
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EECF Civil = riminal L (Mieny ' Hepons

E-mail information for Victoria Minor
Primary e-mail address Iwnat[yl]ﬂ@yahuu.cum

Send the notices specified helow
¥ to my primary e-mail address

rictonia_minowold uscourts. gov
¥ to these additional addresses

M Send notices in cases in which | am involved
F Send notices in these additional cases 510162

" Send anotice for sach filing
¥ Send a Dally Summary Report

Format notlces & html format For Netscape or ISP e-mail service

 textformat for cc:Mail, GroupWise, other e-mail service

Fetum to Account SCreen | Clear |

Users are permitted to change address and telephone information. By clicking on the
“Email information. . .” button, users may update primary email addresses, select
additional addresses at which activity notices may be received and elect to receive
email of activity in selected cases in which the user is not counsel of record.

Upon returning to the account screen, by clicking on the “Maintain user information.
..”” button, users may update password access to the system. It is recommended that
users change their passwords upon receiving an assigned login and initial password
from the court.

This screen will also provide information on the person ID number, the group to
which the user is assigned, if the user is registered, the last login date, the current
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login date and time, the date the login was created and if applicable, the date the login
was updated. Login names should NOT be changed.

Criminal

More User Information for Victoria Minor

Login 00001

Last login 10-23-2003 1723

Password |

Prid 201162
Registered v

Groups Attorney

Fietumn 1o Account screen |

Current login 10-26-2003 17.23
Create date 10/23/7003
Update date 10/23/2003

Clear |

Click on the “Return to
Account screen” button, then
on the “submit” button at the
bottom of the screen, to
confirm the changes to the user
profile. Once submitted, the
following message will
display:
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triminal

Il pdating parson recard..
|lpdate Persan Prid: 201162

The update was successful .. prid 201162 - Victona Winar

Il pdating user recard
The user update vas successhul

Farticipant recards ware not alterad.

et up automatic a-mail notficaton complate for Wickona Minor
Send Motficedan in &l cases forwhi ch you represent 8 party = an
Send Mobficabon b primary e-mnail address = aff

Ao list

03 cw OB JBA USA v, Trurmnph ot &l

E-mail notice of electronic filings for selected cases= an
ESummary e-meil = on

Frimary semail Address: MULL

A ddiional e-mail Address:

vicioria_rinorfctd o scaurts. qow

Fomatting of noticas = HTML (Inbsrnet a-mail)
IIser edit complete
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b. View Transaction Log

This report will list, chronologically, transactions in the system under the user’s login
and password. If you suspect that your login and password are being used without
your permission, please notify the Clerk’s Office immediately.

9. Exiting the System

Youmust click on the “Logout” button first before closing your browser. If you close
your browser (by clicking on the “x” in the upper right comer or by using the drop-
down option on the “File” menu) and you do not log off properly, even though your
browser is closed, the system will continue to log your user id and password as in
active use.

10.  System Security
Attorneys are responsible for appropriate and authorized use oflogins and passwords.

Every effort should be made to protect the security of your logins and passwords and
to prevent their unauthorized distribution and use.

11. User’s Manual

This user’s manual is also available, in PDF format, on the court’s CM/ECF website.
You may view and/or print this manual at any time.

12.  Policies and Procedures Manual

The Policies and Procedures for CM/ECF, as adopted and approved by the Court, is
available on-line, in PDF format, on the court’s website. Users are strongly
encouraged to view and print this document as it provides guidance on various filing
issues for both civil and criminal cases. The manual, in conjunction with the local
rules, is the governing document for electronic filing in this district.
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13.  On-Line Support

On-line support is available from the court website via email. To leave a message for
the help desk, email CMECF@ctd.uscourts.gov. The email should be as specific as
possible and must include:

Your name

Telephone number where you can be reached during the day
Your return email address

A detailed description of the question or problem

/e o

14.  Hardware and Software Requirements
Successful participation in the ECF project requires:

a. A connection to the Internet
b. Adobe Acrobat
C. Netscape Navigator 3.02 or higher or Internet Explorer 5.0 or higher

15.  Scanning or Imaging Documents into PDF format for E-filing

For most documents, your word processing system can create and generate the PDF
versions required for filing. Documents created in this manner are smaller and more
efficient sized files and are preferred for e-filing over the Internet. However, there
are instances when files must be scanned into images and converted to PDF files for
e-filing. When this occurs, please use the following guidelines:

Each file may not exceed 1.5 MB

Scan everything to black and white

Select the lowest possible resolution (preferably 200 bit)

Split larger documents into smaller increments

Open the scanned file to be sure it is readable; if it is not, rescan the
document until it is

© oo o
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f. Verify the scanned document has the correct number of pages

g. Once verified, save the file as a PDF file, using the following naming
convention: [case number][name of document]; For Example:
03cv55555ExhPartl; 03cv55555ExhPart2, etc.

h. Do not use dashes (-), slashes (/), spaces or any other special characters
in the document name

If a document cannot be scanned into PDF format, attach a Notice of Manual Filing
to the main document, indicating that part of the filing is electronic and part of the
filing is in paper.

1. If submitting documents on disk to the court, in lieu of filing over the

Internet, please use one disk per case number. Do not mingle filings
from different cases on the same computer disk.
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